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OOURSE TITLE~-DEVELOPING TIFEWRITING SKILL
OOURSE NUMEER==7701.03 (New: 7763.03)
COURSS ‘IBSCRIPTION

A, Synopsis
The junior high student will type reports and themes, title pages,
footnotes, bibliosgrephies, carbon ocopies, headings, and sub-
headings; and use margins, pagination, and erasing. Emphasis
is placed on speed and acoureoy, the application of typer.. 'ng
rales, aud the advanced applications of typewriting sekills.

B. Textbook
One of the state odopted textbooks for junior high sohool and/or
one of the school's ohoosing.

C. Oooupational Relationships

Clerical workers Seoretaries
Typists Stenogrephers
Office receptionists Bata card punch operators

COURSE ENROLLMENT GUIDELINES

A. Prior Experiences Reoded
All students enrolled in this course should have aat:l.aﬁod
the objectives of The Typewriter and You (7701.02) pricr-to —
enrollment in this oourse.

B. Pretest
This test should be uaed to determine whether the student has
attained the objectives of the precading courses and/or the
objectives of this coursé. It should help t. 2 teacher determine
individual placement within the class. VI A VA VR Ui

/

COURSE OF STUDY FERFORMANCE OBJECTIVES e

Upon successful completion of this course, the studont will be able
$0—

1, type one-page reports, bound and unbound reports or manuscripts,
formal library reports, and minutes of meetings that are
balanced, neat, and easy to read, using a corryotion devioce as
an aidj

2. determine correct placement of footnotes on a one-—page report
and a manusoript;

3. use the dictionary for accuracy in word division and spelling;

4. type a stencil for ink duplication;



V. COURSE OF STUDY PRRFORMANCE OBJECTIVES, Continued
S5¢ type & master for fluid duplication;

6. type a correct ocopy from a rough dreft ocontaining proofreaders’
. urk"

T type a short business 1§ttor with ons o;rbon oopy}
8. type outside of margins by using the margin release key;

9. answer correctly on an objective test at least 25 items on
typowriter parts and 10 items concerning propor setup of
manuscripts or reports with or without footnotes;

1C. ocenter a simple problem horizontally and vertically oa a full
or half sheet of papers and

11. type a Pive-minute timed writing (syllabic intensity of 1.4)
at a minimum speed of 20 gross words a minute with five or less
arIors.

VI. COURSE CONTENT

A. Bquipment and Supplies
1. Basic needs
B 'ﬁyﬁgf desk for each pupil, 20" x 40"; adjustable in
e
b. Trpewriters—manual (or eleotrio)
6. Chair with bookreok; appropriate for typing posture
d. Textbook(s)
e. Demonstration stand and typewriter
f. Paper
g. Stopwatch with 60-second single sweep
he Dioctionary
i, Keyboard wall chart
je Posture wall chart
ke Interval timer with bell
l, Spirit proocess masters
n. Ink duplicator stencils
2. Supplementary needs

a. Overhead projector and screen
b. BDL Skill Builder and sciein
c. Opaque projector and screen

’ d. Typing trook holders

: e. Rencxd player

f. Videotape playback unit

. - &€+ Video monitor
he Videotapes
i. VIR table
je Listening stations
k. Wall business letter chart
l. HWall manuscript setup chart




VI. COURSE CONTENT, Continued

Be Pre-typing Aoctivities
; l. Work area arrangement
: £ a. Paper and nesded supplies on left
% be. Book or problea to type on right
N 2. Typing ¢rills (wvarm=up)——cheok posture of students

} C. Teohanique Review
l. Hand position
2 Feet position
3. Sitting position
4. PFinger reaches

D¢ Keyboard Review
le Key location and proper fiagering
2, Combinations of letters and/or symbols to make other symbols

E. Parts of the Typewriter (Review)
1. Aligning scale
2. Bail scale
3. Card holders or envelope clamp
4. Clear key
5 Linespace regulator
6. Tab total oclear
T Variable line spacer
8. Review of other machine parts

F. Horizontal Centering (Review)
1. Backspace method
2. Mathematiocal method
3. Spread ceatering

G. Vertical Centering (Review)
1, Backspace method
2. Mathematical method
3. Reading positicn

H. Pive Basic Word-Division Rules

I. Simple Manusoripts (Themes)
l. Margins
. a. Unbound

. b. Topbound

c. Sidebound
2. Placement of main heading
3. . Double spacing
4., Five-gpace paragraph indentions
5. Title page
6. Footnotes
7. Biblisgraphy
8. Table of Contents
9. Pagination




VI, COURSE CONTENT, Contimued

Jo -Simple Outlines
' “le Proper use of tabulator msohsnisas
. 2. Placement of main heading and side hud:l.m
3. Proper spacing between parts

Ke Timed Writings
* l. One and two minutes for skill building
2. Three, four, and five ninutes for testing

(-'g

L. Business Letters,Reinforcemeat
l. Technicalities
&. Date placement
be Title of addresses
e Letter body
de Signature
e, Reference notation
f. Postsoript
8+ Other speoial notations
2. Style
a. Bloock (full-blocked)
v be MNodified bDlook (semi-blocked .or blocked)
ce ANS Simplified
3. Punctuation
& MNixed
be Open

M. Ink Duplicator Stencil
l. Preparation of typewriter
2. Correcting errors

No PFluid Dupliocator Naster
l. Correcting errors
2. ’l‘yping
3. Drawing
4. Using two or more¢ colors

O. Carbon Copies
le Correcting errors
2, Streking of typewriter (maauwal)
3. MNultiple copy control (electrio)

. VII. SUGGESTED PROGEMS, S’I‘RA@EOES, AND 1EARNING ACTIVITIES
A. Suggested Teaching Methods

The methods to be used will depend upon the teacher's skills, _
students'abilities, resources, and number of pupils. The methods"
best suited for this course are wemonstrations, audio-visual
presentations, drills, project typing, timed writings, letter
writing, and performance and/or written tests.




VII, SUGGESTED PROCEDUNES, STRATEGIES, AND LBARNING ACTIVITIES, Continued

The learning activity packages will oconsume a large purt of the
students® time and are programmed for individual psoing. The
teacher should refer t0 appropriate seotions of the Teacher Guide

C.

D.

fop Pouch Typiag.
Warm-up Drills

TIPE OF DRILL
Conditioning Prectices

Alphadbetic Sentences

Speed Drills
TYPR OF DRI
Direot Dictation

Balanced-hand

Guided Writings

Timed Writings

Repetitive Practice

PROCEIURE

Each text provides semtences for drill
at the beginning of each lesson. Cheok
students as they type in oxder to
observe propor techniques. '

Sentences which include all letters of
the alphabet should be given to deter-
mine letters that give the student the
most trouble. ‘Textbooks provide these
sentencas.

PROCEIURE

The stulent types as the teacher
dictates one-, two-, or three-letter
words. The student is directed to

‘use & quick stroke and key release.

Dictate words in which students use
alternate hands to type each letter.
Example: if it is so she may go

Choose guided writings from the text
or duplicate sentences composed by
the teacher, Permit students to set
their own goals.

The teacher will choose material from
the text with syllabic intensity of
1.2 gradually reaching 1.6 with 3-,
4-; and S-minute acocurecy and speed
writings. (The teacher decides when
to change timing.)

The teacker directs students to retvpe ma.erial for improvement

in technique.



VII. SUGGESTED PROCEIUHRS, STRATBGIES, AND LEARNING ACTIVITIRS, Oontinusd
B. Assigament Sheets or Learning Aotivities

The teachar can prepare learning activities so that students ocan
v work at various levels of speod based on individual abilities.

Dade County has compluted learning activity packages for Touoh

Typing that should %e helpful for the teacher in individualising
. instruction. The following would be most applicable for this

11S-P-23 PAGE LINE GAUGB
11S-P-25 VARIATIONS IN CENTERING
11S-3P-28 FROOFREAIERS' MARKS

118-iP-31 OUTLINES

115-4P=32 NANUSORIPTS

VilI, EVALUATIVE INSTRUNERTS
A. Tests

Tests which acoompany the text, workbooks, or learning activity
packages are available; otherwise, the teacher may seleot problems
frca material previvusly preseanted or use teacher-made tesis,

ITEN
Pretes*

Centering Tests

Word Division Tests
| Tabulating Nechanism

Drills

. Timed Writings

Performance Drills

ERIC

Full Tt Provided by ERIC.

PURPOSE

Placement test to determine a student's
eligibility for the oourse or for

"placemunt within the course.

To measure the student's abdbility to
center material vertically and
horizontally on & £al11 or half sheet

of paper.

To determine if tho student has devel-
oped the ability to divide words
correctly at the ends of lines.

To measure the student's ability to
operate the tabulating mechanism of
the typewriter.

To measure the amount of speed and
degree of accuracy that has been
attained hy the student on streight
copy material.

70 measure the student's ability to
follow written and/or oral imstructions.



V11I.

EVALUATIVE INSTRUMENTS, Continued

B.

C.

Im

Posttest To deter=ine the effectivensss of
what has been taught. It shoild be
& parellel of the pretest, but not
ideatiocal.

Testing Intervals

Testing can be done throughout the quinmester, but it is suggested
that most of the class tims should bo spent in aotual typing of
prodbleas.

1. A pretest should be administered at the beginning of the
course to determine individual placement within the course, or to
determine if anyone has already met the objectives of the
course., Those students that have already met the objectives
for this course should be moved to & higher level typing
class (or course within this class).

The pretost should contain a S5-minute timed writing (syllabic
intensity of 1.4) and should measure all the objectives of
this course of study. A maximum amount of time should be
allowed for completion of problems, and the teacher should
not supply any aid during the testing period.

2. At least one interim test should be given during the course.
The interim test should measure the objectives covered in
a unit or units of work. Since students will vary in their
individual progress, the interim test might be administered
several times; it is imperative that the teacher develop
several of these so that the same one is not used more than
once,

3. The posttest should be administered during the last week of
the quinmester. It should be a parallel of the pretest and
should therefore determine if the student has met the miriuwum
cbjeoctives of this course.

Grading

Grading should be based on individual progress of each student

at his/her ovm level. However, minimum standards for the course
are established in the performance objectives. It is conceivable
that a student could spend more than one quinmester om this

courge of study while another student could spend less than one
quinmester and procesd to the next course of study during the same
quinmester.



IX.

RESOURCES FOR STUDENTS

A,

B,

Textbooks

One or aore of the state adopted typewriting textbooks for Junior
high schools,.

‘lthOJJ. Gertrude. s 31d eds New
York: Pitman Publishing Corporation, 1962,

Ligouri, Frenk E. pasio Typewpiier Operations—Prinoiples and
Broblems. Cincimnati: South-Western Publishing Co., 1971.

Richardson, Nina K. Type with Ops Hand, 2nd ed. Cincimnatis
South-Western Publishing Co., 1971. '

Scott, Weoley B.; Hamilton, William J.; and Hertsfeld, Arthur.
ing, 2nd ed. New York: Pitman
Publishing Corporation, 1962,

Stokes, Paul A. Today's Typing, 5th ed. Bethesda, Md.: Global
Publishing Ccey Inc., 1968. (paperback)

Drill Books, Workbooks, and Practice Sets (Refer to catalogs for
current issues.)

One or more of the workbooks that are correlated with the student
textbooks are available from the respective publishing companies.

Bowman, Wallace B, Business Letter Typing. Oinoimnati: South-
Western Publishing Co., 1965. :
Brendel, Leroy A., and Near, Doris. Punctuation Drills and

Exernises. New York: Gregg Division of MoGrew-Hill Book
00., 19700

Spell Drills and Bxercises. New York: Gregg
Division of NoGrew-Hill Book Co., 1964.
Brendel, Leroy A., and Leffingwell, Elsie L. English U

M
Drills and Exercises. New York: Gregg Divisiom of HcGraw-
Hill Book co.. .

Ferguson, Nargaret Ann and Nalepa, Barbare H, Basic Gregg
Typing l—Nachine Controls (text-workbook). New York:
Gregg Division of NoGraw-Hill Book Co., 1969.

Basic Gregg T —~—foundations of Produoction
(text-workbook). New York: Gregg Division of McGraw-Hill

Book Co.. 19710

Fries, Albert C, Timed Writings About Careers. Cinocinnati:
South-Western Publishing Co., 1963,




IX., RESOURCES MR STUIENTS, Continusd
B. Drill Books, Workbooks, and Practice Sets, Continued

. - Grubbs, Robert L. and Weaver, David H. Typing Improvement
Bractice, either eleotric or manusl FTAIVIVH. NOW YOFE:
Gregg Division of MoGrew-Hill Book Co., 1972. (Nay be
used with Gregg pacesetter)

Grubbs, Robert L. and White, James L. Sustained Timed Writ
3rd ed. New York: Gregg Division of NoGrew-Hill Book Co.,

1971.

Hansen, Beatrice E. Progressive Typing Speed Practice, 3rd ed.
New Yorks Gregg Division of XoGraw-Hill Book Co., 1968.

Levine, Nathan. Typing for Everyone. New York: Arco Publishing
Coey Incey 1971. 535 lessons)

Liles, Parker; Brendel, Leroy A.; and Krause, Ruthetta. Typing
Mailable Leiters, 2nd ed. New York: Gregg Division of

MoOraw-Hill Book Co., 1969.

Lloyd, Alan C.; Rowe, John L.; and Winger, Fred B. Typing Power
Drills, 2ni ed. New York: Gregg Division of McGraw-iHill
Book Co., 1985.

Nanassy, Louis C. and Krevolin, Nathén. Timed Writings for Teen-
Agers., New York: Pitwman Publishing Corporation, 1963.
(Primarily for junior high schools)

Palasr, Harold O. and Agnew, Allen M. ZTriple-Controlled Timed
Writings. Cinoimnati: South-Western Publishing Co., 1970.

Rahe, Harves. Business Letters for Typiag, 3rd ed. New York:
Pitman Publishing Corporation, 1%9.

Rowe, John L. and Etier, Faborn. Typewriting Drills for Speed
and Accuracy, 3rd ed. New York: Gregg Division of NoGrew-

Hill Book Co., 1966,

Short Course for the IBM Selectric Typewriter. International
Business Machines Coxrp., 1966,

Thompson, James M. Typewriting Timed Writings with Selected
Drills, 3rd ed. Cinoinnati: South-Westerm Publishing Co.,
1968,

Wanous, S. J. Statistioal Typing with Tabulation Problems,
2nd ed. Cinciraatis South-Western Publishing Co., 1956.

Winger, Fred E. and Weaver, David H. Gregg Tailored Ti
(eleotric or manual editions). New York: Gregg Division of
McGraw-Hill Book Co., 1971. (May be used with Gregg pacesetter)




RESOURCRS FOR STUIENTS, Continued
" C. Reference Nanuals (in addition to dioticnaries and encyolopedias)

D.

Abrguiations for s with LIP Oafag- Usited States Postal
Service, Washington, D. Cey 1967,

Dougherty, Margaret N.; Fizgerald, Julia H.; and Bolaunder,
Donald 0. Instant sﬁnui"% Dictionary, 3rd ed. MNundelein,
Illinois: Career In ey 4307, "

Bleotric Typing is Easy Typing, New York:s Underwood Corp.
Gavin, Ruth B. and Sabin, William A. Referencs Manual for Steno-

graphers and Typists, 4th ed. New York: Gregg Division of
teGraw=-Hill Book Co., 1970. .
Guide for Typing Term Papers and Reports, A. (11 pp.—75¢%
- No. '1'-4; Teaching Aids Incorporated, Post Office Box 3527,
Long Beach, CA 90803.

House, Clifford R. and Koebele, Apollonia M. Reference Nanual
for Offioe Persomnel, 5th ed. Cincinnati: South-Western

Publishing Co., i97°o
House, Clifford R. and Skurow, Samuel. Typewriting Siyle

Manual. (ocorrelated with _agt_p_cgt_u_az_rm%ﬁg, Oth ed.)
Cincinnati: South-Western Publishing Co., 1960.

How to Spell It. Sperry Rand Corporation, 1340 West Flagler
str‘et, Hialli, Floridﬂ. 1%70

Hutchinson, Lois Irene. Standard Handbook for Secretaries, Sth
ed. New Yorks GCregg Division of RoGraw-Hill BOOK CO., 1969.

Leslie, Louis A. 20,000 Words, 6th ed. New York: Gregg
Division of Molrew-Hill Book Co.. 1971.

Silverthorn, J. E. and Perry, Devern J. Word Division Manual,
2nd ed. Cincinnati: South-Western Publishing Co.y 1970.

Tips to Typists. Smith-Corona, 3850 Biscayne Boulevard, Miami,

25 Pyping Shortouts. Sperry Rand Corporetion, 1340 West Flagler
azgmo%, Xiani, 1967.

Learning Activity Packages
Thirty-two Touch Typing media packages are available from Textbook

Services of Dade County Public Schools (1971). The following
packages are appropriate for this course.

10



X.

e e,
et case S f

RESOURCES FOR STUIDENTS, Continued
Learning Aotivity Packages, Continued

D.

E.

Reviews

Y

118-P-1
11S-}P~2
11S-3P=3
11S-¥P-4
118-MP-5
11S-0pP-6
11S-¥P-T7
115-¥p-8
118-iP=-9
11S3P=-10
11S-dP-11
118-3P=~12
11S-NP-13
118-NP-14
118-3P=15
115-MP-16
115-MP=-17
115-3P-18
115-P~19
115-%P=-20
115-3P--21
11S-WP=-22

118-MP=-23

11S-HP-24
118-MP=-25
11S-MP~25

New Material:

115-)P-27
11S-:pP-28
118-MP-29
11S-¥pP-30
115-¥pP-31
118-#P=32

A. B. Diock Nime h

PREPARING TO TYPB

B, H, LEF? SHIPT

I, 7, PERIOD

REINFORCEMENT

U, C, RIGHT SEIFT

R, O, Z

G, Ny W

REINFORCEMENT AND BASIC TABULATION

Q My X

V, B, QESTION MARK

8 AND 1

APOSTROPHE, EXCLANMATIOR POINT, 4
2, 7, DOLIAR SIGH

QUOTATION MARKS, 6, AMFERSAND
UNDERSCORE, 3, 9

NUNBER OR POUND SIGN, LEFT PARENTHESIS, AND ZERO
FIVE, RIGHT PARENTHESIS, HYPHEN
PERCENT, ASTERISK, DIAGONAL
COLON, ONE-EALF, CENT
OKE-FOURTH, @, KEVIEW

HORIZONTAL AND VERTICAL CERTERING
PAGE LINE GAUGE

WORD DIVISION

VARIATIONS IN CENTERING

PARTS OF LETTERS

CARBON COPIES AND SMALL ENVELOPES .
PROOFREADERS* MARKS

TABULATION WITH MAIN AND SECONDARY HEADINGS
TABULATION WITH COLUNNAR HERADINGS

OUTLINES

NARUSCRIPTS

Spirit DuplicatordSupplies Selector.

A. B, Dick Co., Inc., 3535 N. W, Seventh Street, Nianmi,

FL 33125 (phone:
How to Make Dittec Direct -Process Masters.

649~1771)
Ditito Division of Bell

and Howell Co., 3100 K. W. Seventh Street, Niami, FL 33125

( phones

Videotapes

642-2022)

Videotapes (one-half hour each) correlated with the above learaing
packages are available from the Departiment of Media Services,
Dade County Public Schools (1971).

11



IX. RESOURCES FOR STUIENTS, Continued
F. Audiotapes (reel-to-resl and cassetie) and Records

Classroom teachers should prepare additional tapes to assist
” individual studeats. .

Class Rational Publishers, Inc., has 74 tapes that teach the
entivre first year of typewriting (148 lessons); 5~inch reels
or cassettes. Stock #116700, $662.30; first semestexr only,
$368.15. 3825 Bunker Hill Road, Brentwood, Karyland 20722.

Mugieal Typing, Set 99 20-50 wpa. New York: Dioctation Disc.Co.

Mmmnmge (swing arrangements), 20 to 50 wpa; four
. 45=rpm records, $4.60 (Set 99). Teaching Aids Incorporated,
Post Offioe Box 3527, Long Beach, CA 90803.

o 1 Serie eyb illg and

j « Boxes 1l=4 (each has 5 records), $24 each; complete
set with filestrip guide, $86.50. New York: Gregg Division
of NoGraw-Hill Book Company.

hm 16-60 Serjes; 33 1/3 rpm. Set 1 (6 records), $28;
Set 2 16 rooordns, $28; complete set, $51. New York: Gregg

Division of NoGraw-Hill Book Co.

esoxrd omework. T=800, 45 rpm, 6 min. New
York: Dioctation Disoc Co.

n s (reels or cassettes). Ten l5-minute
lessons for teachers or advanced students. Set No. T-47,
$22.50, Tape l—Knowing Your Typewriter, Parts I and II;
tape 2—Improving Typing Technique, and Plan Your Work;
tape 3—Work Your Plan, Parts I and II; tape 4—Tricks of
Typing, and Stencil Cutting; tape 5-~Correcting Mistakes, and
Typewriter Care. Teaching Aids Incorporated, Post Office

Wood, Merle. Tapes for Timed Writings. Instructions and inter-
vals are reocorded. Each tape is .!10 or complete set, $40.
Western Tape, Bax 69, 2273 01d Middlefield Way, Mountain
View, CA 94040.
Tape l—36 one-minute timings
’ Tape 2--22 two-minute timings
Tape 3—16 three-minute timings
Tape 4—10 five-minute timings
. Tape 5-~-1, 2, and 3-minute timings

12



X. RBESOURCES FOR TEACHERS

A.

B.

Books

Teacher's editions, manuals, test booklets, and/or solutions
for most of the books listed in Resources for Students are
available from the publishers. One or more of the senior
high sohool ‘extbooks will be helpful resources,

Douglas, Lloyd V.; Blanford, James T.; and Anderson, Ruth I.

Mm. 5th ed. Englewood Cliffs:
Pmntice-ﬂ&llg Inoc’ 195 °

0 ion ida Schools. A-—-Bulletin 72.
Tallahassees State Department of Education, 1967.

Krevolin, Nathan. Art Tvping, revised ed. New York: Pitman
Publishing Gorporation, 1965.

Lamb, Marion M. Your Fiprst Year of Teaching Tvpewriting, 2nd
ed. Cincinnati: South-Western Publishing Co., 1959.

Liguori, Frank B. Bagioc Typewriting Operations—Principles
and Problegs. Cincinnati: South-Western Publishing Co.,

1%50

Robinson, Jerry W. Practices Preferences in Teachi
T?.'ﬂ'ﬁ.&ﬂ- Cincinnati: South-Western Publishing Co.,
1 .

969, '
Russon, Allien R. and Wanous, S. J. Philosophy and Psychology

of Teaching Typewriting, 2nd ed. Cinoinnati: South-
Western P\tblilhing Co., 19720

West, Leonard J. Acaquisition of Typewriting Skills. New York:
Pitman Publishing Coxrp., 1&9.

White, Jane F. and Shank, Bruce C. Teaching Typewriting. Portland, ME:
J. Weston Walch, 1964.

Periodicals

Balance Sheet, The. Cincinnati: South-Western Publishing Co.
Monthly, October through May.

Business Education Forum. Washington, D. C.: National Business
Education Association. Published monthly, October through May,

Business EBducation World. New York: Gregg Division of MoOrew-
Hill Book Co. Five publishings each school year.

Journal of Business Education. East Stroudsburg, Pa.: Robert

C. Trethaway., MNonthly, October through May.

13



X.

RESOURCES FOR TEACHERS, Continued

B.

c.

. h 4

.

E.

Periodicals, Continued

Iypewriting News. Cincinnati: South-Westerm Publishing Co.
Semi-annual.

Learning Activity Packages

A teccher package with cues, evaluating instruments, and solutioans
t0 aoccompany the student packages is svailable from Textbook

vty Services, Dade County Public Schools.

Tests

Commercially prepared tests correlated with textbooks are avail-
able from most publishexrs.

Smith-Corona, Inc., 701 East Washington Street, Syrecuse, NY

13201, has tests on the Parts of Business Letters and

Typewriting Speed Tests Rooklet. (20 five-minute timed writings)
(m’ l;"’ow Yorks Gregg Division of MoGraw-Hill Book Co.

Pypewriting Tests. Two sets (W-l aud W-2) of 12 timed writings
each (30 oopies of each writing). Averegs syllabio intensity
is l.5~—from easy to difficult. Teaching Aids Incorporeted,
Post Office Box 3527, Long Beach, CA 90803.

ing P on ooklets. (20 tests; 40g). New Yorks
Gregg Division of Nolreaw-Hill quk Company.

Transparencies
Callahan, Lois A. Keys to Tvpewriting. Color. (alphabetic
and numeric keyboard; 5-10 days of beginaing or refresher

course), total $54.50. Western Tape, Bax 69, 2273 0l1d
Middlefield Way, Mountain View, CA 94040,

Erickson, Lawrence. Hand Positions, Set Ko. T-4 ($10). Teaching
Aids Incorporated, Post Office Box 3527, Long Beach, CA 90803.

Gregg Typing T renoy Librery (requires Flipatran viewer
stagoﬁ?.zsg, Total, $373. New York: Gregg Division of

MoGraw-Hill Book Co.

Voluz» 1, Keyboard (Alphabet) $ 57.50
Volums 2, Keyboard (Numbers and Symbols) 57.50
Volume 3, Tabulations 57.50
Volume 4, Forms 57.50
Volume 5, Kanuscripts and Reports 57.50
Volume 6, Correspondence (2 books) 105.00



X. RESOURCES FOR TEACHERS, Continued
‘Ee Trensparencies, Continued

Trans cies. MNachine Manipulation (25 visuals), Learning the
v Keyboard (25 visuals), Basio Typewriting Operstions (25
visuals), and Special Applications (25 visuals), with plastic
' adapter and teacher's manual. Cincinnati: South-Western
. Publishing Co. (Split-stick mounted, $153.75; spring mounted
with wall nOks' ‘2750)

Typing Fundamentalg (20 visuals) (imoludes letter styles and
forms and proofreading). Color. Enfield's, 3M Business
Systems, 4000 N. W. 30Awnue, Miami, Florids (633-1551).

w (20 visuals) (for promoting efficiency and
produotivity) Color. Enfield's, -3M Business Systems,
4000 ¥, W. 30 Avenue, Miami, Florida (633-1551).

Western Publishing EQucational Services, 1220 Mound Avenue,
Racine, WI 53404, has an assortment of typewriting trans-~
parencies including the followings
J8-779 through J8-788—Various types of letters w/overlays
J8-789 through g&-791-mypes of punctuation in letters,
with overlays
J8~793 and J8~794-~Folding for large and small envelopes,
with overlays
J8-796 through J8-817—Business forms, tabulations, and
manusoripts, with overlays

F. Charts and Posters

Business Teachers Guide, Poster Visual Aids, Dept. W., P. O,
Box 114, Conay, NC 03818:
Typing Do's and Duds

Typing Habits, UP!
Personality, U

Ereager Company, Inc., 701 East Washington Street, Syraocuse, NY
10013, has a bulletin board chart on all types of envelopes.

Picture Posters and Wall Charts for Greﬁg Typing. New York:
Gregg Division of MoGraw-Hill Boox Co.
Combination wall chart and projection soreen ($24.50)
y Letter-style series—& posters 2824.50
Personal-Use Series—6 posters ($24.50
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X. HESOURCES FOR TEACHERS, Continued
F. Charts and Posters, Continued

Toaching Aids Incorporeted, Post Office Box 3527, Long Beach,

CA 90803, Two-color charts:

Set No. T-1, $20, 5 letter style charts, 25 x 38 inches;
includes folding of letter and typing of envelope

Set No. T=2, $15, 5 behavior-pattern cartoons, 19 by 25 inches

Set No, T4, $15, 5 technique cartoons, 19 by 25 inches

Set No. T-5, $12, 2 manuscript guide oharts, 19 by 50 inches;
title page, table of contents, 3-page manuscript with
footnotes, bibliography

Set No. T-6, $6, one hand-position chart, 25 by 38 inohes;
several sketches

Set No. T-7, $5, keyboard chart for manual typewriter, 25 by
38 inches

Set No. T-8, $5, IBM Selectric keyboard with simulated key-
punch, 2? by 38 inches (can be adapted for any electric
keyboard

Pypewriting Keyboard Chart. Cincinnati: South-Western Publishing
Co. if12.755

G. PFilms and Pilmstrips

Gregg Division of NoGraw-Hill Book CoO.:
Filnstrips for Gregg Typing (EDL) by Reiter and Lloyd—
Keyboard Reinforcement Set, $35
Manual Typewriter Skill Development Set, $35
Electric Pypewriter Skill Development Set, $35
EDL Typing Keyboard Introduction, $35

EDL Typing Skill Development, 357

Oregg Typewriting Series
get ¥o. 1, set of 6 sound filmstrips and 3 records, $65:

How Typing is Learnmed-—and Why; Getting the Typewriter
Ready, Parts 1 and 2; Better Posture; Better Typing;
Fundamental Typing Habits; Remedial Typing Teohniques.
Set No. 2, set of 8 filmstrips and 4 records, $112:
Basic Tabulation Typing, Basic Manuscript Typing, Basic
Letter Typing—Parts I and 2, Basic Forms Typing, Basic
Display Typing (Principles and Patterns, Methods and
Shortcuts—Parts 1 and 2).
From: School Bquipment Distributors, 319 Monrce Street,
Montgomery, AL 36104,

IBM Seleotric, The, 16mm, 8 min., color, sound. Instructional
Materials Catalog, Dade County Sohools, NoO. 1-05496.

Right Touch. l6ma, 18 minutes, color, scund. Instructional
Naterials Catalog, Dade County Schools, No. 1-13131.
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X. RESOURCES FOR TEACHERS, Coatinued

Sterling Educational Films, Inc., 241 East 34 Street, New York,
New York 10016, has:

%ﬂ.m (Beginning Typing), 16mm, 12 minutes, -dbi;r,

Posture an ;_;gg_u%b_m, 16am, 14 minutes, color, 1968.
1

Remedial Typing, 16mm, 11 minutes, 1963,
e (1), 16mm, 12 mimutes, ocolor, 1968. Includes
corvections, carbon copies, envelopes, re-alignment.
Typing Techniques (2), 16mam, 12 minutes, color, 1968. Includes
use of electrio typewriter, space bar and tab bar, setting
marging, the bell, and other manipulative parts; numbers.

H. Bulletin Boards
Bulletin Board Ideas—Pypewriting (1961) and Bulletin Board Ideas
for Business Classes, 1965 (also through 1970) Supplément.
Delta Pi Epsilon, University of Northern Colorsdo, Greeley,
Coloredo. ($1.50 each)

Dewar, Thadys J. and White, Jane F. 200 Visual Teaching Ideas,
Portland: J. Weston Walch, 1961l.

I. Other Aids

Artistic Typing Headquarters, 4006 Carlisle Avenue, Baltimore,

MD 21216, has Typewriter Mystery Games, Art Iyping, and
Deal-a~Grade.

Proofreading Exerocises. Holyoke, Massachusetts: National Blank
Book Company.

Proofreading Exercises. New York: Lever Brothers Company.

Teaching-learaing aids that are available from South-Western
Publishing Company and Gregg Division of McGraw-Hill Book

Company:

Certificntes of credit and profioiency
Award piis and charms

Progress charts

Rolls of honor
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TOUCH TYPING

S\'GGESTED CHECK SHEET FOR EVALUATING TECHNIQUES

NAME LESSON(S) DATE
| ExCELLENTIGOOD AVERAGEWBEL\.’QEW POOR{SCORE
. 4) (&7} (2) (1) (0)
1. POSITION AT THE TYPEWRITER (8)
a. Comfortable, reiaxed position directly in front of typewriter
- b. Festonfioor . . . . « « « v s o o s s o s 0 s s s
¢, Ebowgreiaxed . . . . . s s . s s s s 8 s e 8 8 s e
d. Curved tingers . . . ¢ . . . s . s s s e b e e s e e
6.  Wrists low and relaxed, But free from typowriter contact . .
- --"-"_
2. CONDITION OF WORK AREA {S)
a. Paperatleft . . . . ¢ . ¢ ¢ ¢ 4 s s 8 8 e 8 e e s
b. Typewriter positionedcorsctly . . . 4 ¢ . 0 00 o o
¢. Bookatreadingangle,onrightside . . . . . . « « .« «
d. Unneededitemsremoved . . . . : + ¢ ¢ s 2 s 2 o o o
6. Neatnessof surrounding ar€l - . « « « « s s o o o o o o
3. INSERTING AND REMGVING PAPER (5) -
a. AdlustmentofpaberDBli . . . . .+ ¢ ¢ s s e 0 e s
b. Operationofthepaperball . . . . . « ¢ o ¢ ¢ ¢ o o
¢c. Hoidingotpaderforinsertion . . . . . « ¢« - + ¢ o ¢
d Twirlingofcylinderknob .« ¢« ¢ + ¢ ¢ o s o & o s o o o
e. Usa of reieass lever for adjustment andremoval . . « « + «
4. KEY STROKE (5)
a. Fingeraction ., . . ¢ ¢ ¢ s+ s o ¢ s ¢ o o s ¢ o s o o
b. SnlD"l’OkO.....--..-......-....
€. Hands, wrists,andarmsrelaxed . . . . o s s e ¢ o s o
d. Uniformstroking . « . . ¢ & ¢ o s 8 s ¢ s 1 s o o s
G, Properiingdrus® . . . . « ¢ « s o s s s s s s e s 0
S, SPACE-BAR ACTION (4)
a. Rightthumbcurvedclosetobar . . « « &+ ¢ s ¢ ¢ o o &
b. Bar struck properly e s s s s e e s s s s e e e e e
C. Barreleased Instantly . . . ¢ . . s s e e s s o0 e e e
d- Nopw”’ - L] . - . . L] . . . . . - - - L] - - - . -
. 6. SHIFT-KEY REACH {4)
a. Quick, littie finger reach; other fingers inposition . ., . . .
D. Shiftdownaskey isstruck . . . « « o o &+ ¢ s o o o o
C. Shiftreleasscd after key ISStIruCk .« & « ¢ + & o ¢ s o s o
d. NODBUSES . « ¢ ¢ o o ¢ » s o s 5 s 8 o o s 8 2 o
7. PSADING COPY (4)
2 EYeSO0ONCOPY .« + &« ¢ s + s 5 o s 8 o 5 8 s e s s 8 .
*p, Fingers prepositioned In anticipating strokes . . . . . . .
*c, Words typed at word level when possible s s e s e e s
*d, Rhythm pattern fluent andcontinuous . . . . « « + « o ——
8. CARRIAGE RETURN (3)
a. Returnquicklyatendoflines . . . . « ¢ ¢ ¢ s o o & =
D. New iinesstarted withoutpause . . . + « « ¢ ¢ + o &
C. EYBSONCOPY .« ¢ ¢ o o o o o o o s o ¢ o 8 o s s s
*9, CONTINUITY AND RHYTHM (4)
a. Carrlage keptmoving . . . s s s s s e s s e 08 e .o
b, One-hand words typed with finger action . . . . « « .
¢. Balanced-hand words typedatavordievel . . . . . . . .
d. Smooth, fluent rhythm pattern which varies according to
° kindofcopy belngtyPed ., . . . . . ¢ « ¢« &« s ¢ s o o
*10. TABULATOR BAR (5)
a Oepress8d fIrmIy . . ¢ « ¢ o s s s s e ¢ 8 s s s s e _
b. Helddowr untilcarriagestops . . . + « o ¢« o s o o o o
- ¢. Quick reach; fingers in position e s e o 8 e 8 s 8 s s s
d. NODBUSES . ¢ ¢ s ¢« o o 5 5 ¢ 5 5 s o s o s 4 o s o
[ 3 EYO’OHCO@Y s 8 s e 1 8 e 8 8 8 & e 8 e e v 8 3 o1
11. RIGHT MIND SET (4)
2. Attentiontotechniquecues . . . . . « « s &+ ¢ s s + & '
D. EffortmadetoImprove . . . . . ¢ « &« o s o s « s s o
S AISrt, DUtrelaxed . . . . . . e e s e s 8 s e 8 e s s
d Practicewlthapurpos® . . « . . s ¢ s ¢ o o s o o o o
AVERAGE SCORE

*These items should not be used In the early stages of learning to type.

Q NOTE: Numbaers In pare. theses represent the number of items to be
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ADDITIONAL TEACHER HELPS

The appendices of B-2 W o Type, ABC's of Typewriting, Business
Applications of Typewriting Skills, Lyping Business Reports, Outlines,
and Mahusoripts, and Intermediat: Tymewriting Skills all contain materials

'that ocould be helpful for the teacher in preseating this course. If
oopies of those quinmester courses of study are desired, they can be
obtained by the principal or assistant principal from the Department of
Textbook Services, Dade County Publio Schools.

All of the business education quinmester courses of study have been

designed with an appendix. Individual pages can be detached and run
through a thermal process machine enabling the teacher to make thermal

masters or stencils and as many student copies as are necessary.



1.
2.
3.

4.

Se
6.
7.

8.

9.

10.

1l.

12.

13.

FUNDAMENTAL SKILLS TEST

Pill in the blanks on the rights
How many spaces are there in a horizontal inoh of pica type?

How many spaces are there in a horizontal inch of elite type?

How many spaces are there across a standard sheet of typing
paper on & pica machine?

How many spaces are there across a standard sheet of typing
paper on an elite machine?

A S0-space line of pica type is how many inches long?
A 60-space line of elite type is how many inches long?

To set up material with an average line of 60 spaces, how many

spaces t0 the left of center of the paper should the left
margin be set? '

How many blank lines are there between two lines of single-
spaced copy?

How many blank lines are there between two lines of double~-
spaced copy?

How many spaces are paragraphs usually indented?

Ingsert the correct IETTER in each blank on the right:

The carriage should be returned with
a) a quick wrist movement

b) a slow, careful arm movement

c) a deliberate, but slow movement

If the paper is inserted crooked, straighten by using
a) ocarriage release lever

b) paper release lever

¢) line-~lock release

d) margin release

When typing a capital letter with the left hand, use the
a) tabulator bar
b) right shift key
¢) margin set
d) left shift key

How long is a sheet of standard typing paper?

(a) 8 inches (b) 10 inches (c¢) 11 inches (d) MU inches

In a vertical inch there are (a) 10 spaces (b) 12 spaces
(¢) 10 spaces (pioca) or 12 spaces (elite) (d) 6 spaces

2l



KBY TO FUNDAMENTAL SKILLS TEST

1. 10
2, 12
3. 85
4. 102
5 5
6. 5
T« 30
8. 0 (or nono)
9% 1
10 5
1l. a
12, b
13, b

15, d

ERIC 22
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TYPING REVIEW SHEET

Nachine Parts
The margin set is used t0 set the length of the writing line.
The carriage return lever is used for spacing up for a new line of writing.

The ribbon-control lever is used to adjust the machine for typing on the
upper or lower half of the ribbon.

The gylinder is tho rubber roll aroﬁnd which the paper is inserted.

The line-space m&;oﬁ is used to adjust the typewriter for single,
doudble, or triple spacing.

The carriage-release lever permits the typist to move the carriage to any
point on the socale.

The right cylinder knob permits the typist to turn the oylinder by hand
when the paper is inserted into the machine.

.

The tabulatop bar (or key) is used to indemt for paregrephs and to set
material up in columns. ' !

The paper guide guides the left edge of the paper as it is inserted into
the typewriter.

The paper bail holds the paper, which is above the line of writing,
against the oylinder.

Spacing

There are 10 spaces in a horizontal inch of pioa and 12 spaces in a
horizontal inch of elite type.

A sheet of typing peper is 8% inches horizontally and 11 inches
vertically.

Paregrephs are usually indented 5 spaces.
There are O blank lines between lines of singla-spaced copy.
There is 1 blank line between lines of double-—spaced copye.



